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GUIDE FOR THE ADMINISTRATION OF FORMS MANAGEMENT

p

c. Attach copy of form, I1f available, to Form 30.
d. Send to Records Officer. '
Records Officer.

a. Review.

b. Forward approved Initial requests on Yorm 30 and attachments
to Records Administretion Starff.

¢. Forward approved replenishment requests on Form 88 to Depot
Supply Control Branch, Office of Loglstics.

Where and How to Get Supplies of Forms

Stock (unclassified) - Prepare Form 1490, Listing form needed
and submit it to the Building Supply Office (BS0) in your building.
In some cases these forms are available in GJ-56, self service area.

If there is no BSO in your building, prepare Form 1490 1listing
forms needed, and send it to the BSO in the Headquarters Building,
Room GJ-26.

stoek (classified) - Prepare Form 1490, and submit it direct to
the BSO in the Headguarters Building, Room GJ-26.

Non-Stock (classified and unclassified) - These forms are usually
stored by the using office. If you need to know who is storing
the forms, call your Records Officer.
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